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Field  Operation 
Teletype  Servic 


SHIPPING  AND  STORAGE  BRANCH  MEMORANDUM  NO.  65.2  -  REV.  1 

Teletype  Messages 

I  General 

A.  In  order  to  insure  correct  transmission  of  teletype  messages 
over  the • facilities  operated  by  this  Branch,  all  messages 
must  be  submitted  in  typeviritten  form. 

B.  The  name  of  the  dictator,  as  well  as  the  sender,  should  appear 
at  the  bottom  of  the  message.    For  example:    Jones  dictates  a 
message  for  Smith's  signature,  the  designation  at  the  conclu- 
sion of  the  message  would  be  "Smith/Jones",    Likewise,  in  re- 
plies to  teletype  messages,  respondents  should  specify  complete 
sender  designation. 

C.  The  initials  of  the  sender  and  the  dictator  must  appear  on  the 
original  copy  of  the  message.    Otheriwise,  the  Teletype  Unit  will 
return  the  message  to  the  dictator  causing  a  delay  In  the  trans- 
mission of  the  message, 

D.  It  will  be  necessary  to  submit  the  typewritten  message  in  an 
original  copy  only.    When  available.  Forms  FDA-493  or  494  and 
Forms  CCC-364  or  364A  should  be  used,    A  file  copy  of  the  mes- 
sage sent  will  be  kept  in  the  office  preparing  the  message, 

E.  Machine  copies  of  the  messages  sent  will  be  returned  to  the 
dictator  of  the  message.    An  immediate  review  should  be  made 
of  such  copies  to  make  sure  that  the  message  was  correctly 
transmitted.    In  case  an  error  is  noted  in  the  sent  message, 
the  Teletype  Unit  should  be  immediately  notified  to  send  a 
corrected  message, 

II  Superseding  Instruction 

A,    This  memorandum  becomes  effective  immediately  and  supersedes 
Shipping  and  Storage  Branch  Memorandum  No.  65,2,  dated 
■  September  5,  1945. 
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H.  0.  Warlick,  Colonel,  G.S.C, 
Director,  Shipping  and  Storage  Branch 
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Teletype  lIossaRes 

I'  Gen3TPl 

A»    In  order  to  insure  correct  .••transmission  of  •toloty^oo  mes?;?.ge 
over  the  facilities  operated  by  the  Shipvnc  e;ic.  Storrp;e 
Branch  ?nd  to  maho  cure  list  adequate  records  arc  hept  of 
those  messages  sentj  the  proc..•d^;rG  outlined  heroin  -vdth 
respect  to  thei.:ireoaration  aid  approval  of  teletvDu  rucssaffes 
shall  become  effective  ira;.;odi3tel3'-,    ,  i. 

I I  Preparation  of  Teletype  Pessaries 

.i,    Use  of  teletype  :"orrriS 

All  teletype'  messages  m.u3t  be  subm.ittcd  in  tyoev-'ritten  form. 
".  hen  available,  Form  FD.--493  or  494  and  i'orms  GOC-364  or  3'o^l 
should  be  used.    In  case  these  forms  are  not  inmodiately  availa- 
ble^ use  plain  bond  parcr  and  prepare  the  mess  •age  in  the  same 
manner  as  idaen  the  telet;.'"pe  forms  are  used. 

3«    Fumber  of  copies  recr^.ired         .  '. 

It  ■/-'ill  be  necess'-ry  to  submit  the  original  cop"^,'  only  of  the 
message  to  the  Teletype  Unit,  Ko^'rever^  ^..'hen  preparing  tele- 
type messages,  yelloi.T  green  file  copies  imst  be  ■■.^ro pared 
and  sent  to  the  Communications  and  Records  Sec-^'ion,  -^dad.!  istra- 
tive  Services  Di^risiori,  -^udget  and  i'i.-^nagement  Praj'.ch,  ercept 
on  those  messages  -..rhich  are  considered  "shii:piing  instructions", 
"reports  of  shipment",  etc. 

In  addition,  a  file  copy  of  the  message  sent  r.-ill  be  kept  in 
the  office  preparif^.g  the  message,    Kachine  co  :ie3  of  the  mes- 
sages sent  'TTill  be  returned  to  'bho  dictator  of  th'..  mess-^ge, 
^ui  imm.ediate  revi.ei.'  .should  bo  made  of  such  co eios  to  make 
sure  that  the  message  vras  correctly  transmitted.    In  c^se  an 
error  is  noted  in  the  miessagc,  the  Teletp-pe  U:iit  shoi-ld  be 
immediately  notified  to  send  a  corrected  message. 

III  A;-)  :)roval  of    ess  ages 

P,    The  name  of  the  dictator^  -as  vrell  as  the  sender,  should  ap  ear 
at  the  bottom  of  the  message,    ^"or  example:     Jones  dictates  a 
message  for  Smith' s  sipnature,  the  designation  at  the  conclusion 
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of  tho  racssage  Troulc  be  "Smith/ Jones "#    Likciriso^  in  replies 
to  teletype  mcss.?ges^  respondents  should  specify  coiiplete 
sender  designation, 

B.     The  initials  of  the  sendet'  and  the  dictator  raust  a;".  )err  on 
the  orip;inal  coioy  of  the  message,    Othen'dsc^  the  Tclet'r-;c 
Unit  vri.ll  return  the  mess-^ge  to  the  dictator  c?.v.cing  a  delay 
in  the  transnission  of  the  message. 

The  dictator  and  ap  roving  officials  should  also  iritial  the 
3'ellow  file  copy  on  those  ness:^ge  s  reca-iring  file  coyjiep, 

IV      Superseding  In  struct ion 

A.    This  moifiorandurn  suoersedos  ^hipoing  and  •'^tor-go  f ranch  humor an- 
(Inm  No.  55.2  -  Rev.  1^  dated  September  1945. 


II. 0.  ''arlick;,  ^o\<. 
Director^  Shi;:!pin; 


;1,  G.b.C. 

ad  Storar. 


Branch 


